MKtramtiD N«c D. m 




PART II—Section 3—Sub-section (i) . 

PUBLISHED BY AUTHORITY ' 


No. 8S] NEW DELHI, FRIDAY, SEPTEMBER 28, 1952'ASVINA 6, 18S4 


MINISTRY OF HOME AFFAIRS 


NOTIFICATIONS 


New Delhi-11, the 2'8th September 1962 
THE central secretariat SERVICE RULES, 1962 

G.S.R. 1306 .—In exercise of the powers conferred bv the proviso to article 309 
of tt'e Consti'ution und all other powers enabling him in this behalf the Pr. sident 
hereby makes the following ruic;. namely:— 

1. Short title and commencement.—(1) These rules may be called the Central 
Secretariat Service Rules, U62. 

(2) They shall come into force on the 1st October, 1962. 

2. DeJinltions.—In thess rules, unless the context otherwise requires,— 

(a) “appointing autborHv'’ in relation to anv Grade means the authority 
emnewered under the Central Civil Services (Classification, Control and Appeal)] 
Rules, 19.67, to make appointments to that Grade; 

(b) "appointed day" means the date on which these rules come into force; 

(c) “approved service" in relation to any Grade means the period or periods 
_of service in that Grade rendered aft r selection, according to prescribed procedure, 
for long-term appointment to the Grade, and includes aiiy period or periods dur¬ 
ing which an officer would have held a duty post in that Grade but far his being 
on leave or otherwise not being available for holding such post; 

(d) "authorised permanent strength" in reiatibn to any Grade means the 
strength of permanent un.specified posts in that Grade, against which substantive 
appointments may be made; 

(e) “ cadre” means the group of posts in the Grades of Section Officer and 
'Assistant in any of the Ministries or Offices specified In column (2) of the First 
Schedule and in all the Offices specified against such Ministry or Office in column 
(3) of that Schedule; 

Ti "vadre authority" in relation to any cadr' meahs the Ministry or Office 
apccifled in respect of that cadre in column (21 of the First Schedule; 

(g) “cadre officer" in relation to the Section Officers’ Grade or the Assistants' 
Grade mean.s a member of the Service of the Section Officers' Grade or Assi.s- 
tants Grade, as the case may be. and includes a temporary officer approved for 
long-term appointment to that Grade; 
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(h) “Commission” means the Union Public Service Commission; 

(i) “direct recruit” means a person recruited on the basis of a comne'ith'd 

examination, other than a departmental competitive examinaiion held Ov the 
Comnuasion; ' 

(j) “duty post” in relation to any Grade means a permanent or temporary post 
of that Grade and shall, in r Intion to Grade 1 and the Section Officers’ Grade 
include the posts specified in columns (2) and (31, respectively of the Seconci 
Schedule in respect of the offices specified in column (I) of that Schedule; 

(k) “Grade” means any of the Grades specified in rule 3; 

CD “long-term appomlmenl” means appointment for an Indefinite period as 
fllstingulshed from a purely temporary or atT^ior appointment, like appointment 
against a leave or other local vacancy of a specified duration; 

(ml “Ministry” means a Ministry in the Government of India and includes a 
Department of a Ministry or other Office specified in column (2) of the First 
Schedule; 

(n) "permanent Officer” in relation to any Grade means a person who has 
been substantively appointed to a substantive vacancy m that Grade; 

(o) “probationer” means a direct recruit appointed to a Grade on probation 
in or against a substantive vacancy; 

(p) “Schedule” means a Schedule to these Rules; 

(q) “Select List” in relation to the Selection Grade and Grade I or the Section 
Officers' Grade and the Assistants’ Grade means the Select List prepared in 
accordance with the regulations made under sub-rule (4) of rule 12 or under the 
regulations contained in the Fourth Schedule, as the case may be; 

(r) “Service” means the Central Secretariat Service; 

(s) “temporary officer” In relation to any Grade means a person holding a 
temporary or officiating appointment in that Grade on the basis of his being 
regularly approved for suen appointment. 

3. Composition of the Service.—(1) There shall be four Grades in the Service 
classified as follows, namely;— 

Grade Classification 

(1) Selection Grade (Deputy Secretary to the "I Central Civil Service, 
Government of India or equivalent). I Class L 

(ii) Grade I (Under Secretary to the Govern- ( 

ment of India or equivalent!. J 

(iii) Section Officers’ Grade "I Central Civil Service, 

(iv) Assistants’ Grade / Class II—Ministerial 

(2) Notwithstanding anything contained in sub-rule (11, Section Officers who 
were members of Grade II of the Service known immediateb' liefore the appoint¬ 
ed day as the “Central Secretariat Service” and who have elected Class 1. status In 
the merged Section Officer;’ Grade o that Service, coriiCituiea wnh efl'ect Lrum 
the 1st July 1959, shall continue to retain their existing Class I status, 

(3) The po.sts in the Selection Gr.ndo, Grade I and the Section Officers’ Grade 
shall be gazetted posts and those in the Assistants’ Grade shall be non-gazetted 
posts. 

4. Combined Gradation List of officers of the Selection Grade and Grade I.— 

There shall be a single combined graU.ition list in respect ol the officer.s of the 
Selection Grade and Grade I for all the Ministrie.s or Offices specified in column 
(2) of the First Schedule and for the Offices specified against such Ministries or 
Offices in column (3) of that Schedule. 

5. Constitution of separate cadres for the Section Officers’ and Assistants' 
Grades.—A separate cadre in re.spect of the Section Officers’ Grade and the 
As.slstants’ (5rade s’lall be constituted for each Ministry or Office specified in 
column (2) of the First Schedule and all the Offices specified against such Ministry 
or Office in column (3) of that Schedule, and officers of these Grade.s in each, 
cadre shall be borne on a separate gradation list drawn up for that cadre. 
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6. Authorised Permanent Strength and Tenipnnrv Sirentrth of fhe Send'e.— 

(1) The authorised permanent strength of tire various Grades of the service on 
the. appointed day shall be as specified in the Third Schedule. 

(2) After the appointed day, the authorised permanent strength of the vnoinus 
Grnues slia'l be such as may from lime to time be determined by the Central 
Government. 

(3) The cadre authority may make temporary additions to a cadre as it' may 
deem necessary from time to time. 

7. Exclusion of duty posts from the cadre. —-Except in the case of the Selection 
Grade or Grade I of the Service, any duty post in a Grade may be declared by 
the endre authority, with the concurrence of the Ministry of Home Affairs, to be 
excluded from the cadre— 

(i) if such post is required, for the time being, to be filled by the appoint¬ 

ment of persons possessing special or technical qualifications or 
experience; or 

(ii) if it is necessary, for the time being, to fill such post by a person other 

than a cadre officer 0 “ the appropriate Grade, and the post shall 
remain excluded from the cadre so long as such declaration remains 
in force, 

8. Initial Constitntlon of each cadre. —^The perTnanent and temporary offle^rs 
of the Section Officers’ Grade and the A.ssistants’ Grade in each cadre on the 
appointed day shall be determined by the Ministry of Home Affairs. 

9. Posting of cadre officers. —Every cadre officer shall, unless he Is on leave 
or otherwise not available for holding a duty post, be posted against a duty post 
of the appropriate Grade in the cadre. 

10. Duty posts to he held by cadre officers.—Every duty post in a cadre shall, 
unless declared to bo excluded from the cadre under rule 7, or held in ab.yance 
ler any reasons, be held by a cadre officer of the appropriate Grade; 

Provided that, subject to such instructions as the Ministry of Home Affairs 
may from time to time issue, officers of Grade 1 of the cune.-iijuncling cadre o the 
Central Secretariat Stenographers Service who have render d not less than two 
years' !.-orvicc in that Grade may be posted to duty posts in the Section OlFicera’ 
Grad ■ Fuid officers of Grade II of the corresnonding cadre of the Central Secre¬ 
tariat Sfenngrr.phcr.s Service who have rendered not lp^s than five .years’ sr’'vie 0 
In that Grad"' mav li<- r>o''t''l to dul.v posts in the As.sistants’ Grade, the period of 
such apo'ntinfr’t r"' . enco being liiniled I 0 two .years. Officers of the cor¬ 

responding ca-ire of the t'puir.' ’rrtan'aI Stenogr-ipbrrs -Servr'e so apnci’''tcd 
to iTdy posts in the Section Officers and Assistants’ Grades shall continue to draw 
the grade pay admissible to them in that Service from time to fme. 

11. Substantive appointments in the Service,—All substantive appointments in 
the Service shall be made to the appropriate Grade of the Service and not against 
any specified duly post in that Grade. 

1.7. ITecnilliTienf to Selection Grade and Grade I, —(1) Vacancies In the Selec¬ 
tion Gride shall be fillpd by promotinn of permanent officers of Grade I who have 
rendered not less than five years’ approved service in that Grade and arc included 
In the Select Li.st for the Selection Grade prepared under sub-rule (41 ■ 

Provided that no person in.^luded in a later Select List .sb'’)l bn fiUpjuin in be 
appointed to the Grade until all officers included In an earlier Select List have 
b.en appointed. 

(2) Vacancies in Grade I shall be filled by promotion of permanent officers 
of the .Section Officers’ Grade who It'vc rendered not less than ten tc- vk’ approved 
Fcrvice in that Grade and are Included In the Select List for Grade I prepared 
under sub-rule (4); 

Provided that no person included in a later Select List shall he eligible tn be 
appointed tn the,Grade until all officers included in an earlier S-lect List have 
been appointed; 
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Provldad further that if any person appointed to the Section Officers’ Grade 
before the appointed day Is considered for promotion to Grade I under this sub¬ 
rule, all persons senior to him in that Grade before that day shall also be so 
considered notwithstanding that they may not have rendered ten years’ approved 
service in that Grade; 

Provided further that an officer of Grade I of the Central Secretariat Steno¬ 
graphers Service appointed to the Section Officers’ Grade against the Stmogra- 
phers’ quota before the appointed day who'ranks senior to any of the permanent 
Section Offlcirs eligible to be considered for promotion to Grade 1 of the Central 
Secretariat Service under the second proviso shall also be eligible to be considered 
for such promotion notwithstanding that he may not hgye been substantively 
appointed to the Section Officers’ Grade. 

(3) Substantive appointments to the Selection Grade and Grade I shall be 
made in the oi-der of seniority of temporary officers of the respective Gradi 
except when, for reasons to be recorded in writing, a person is not considered tit 
for such appointment in his turn. 

(4) For the purpose of sub-rules (1) and (2), Select List for the Selection 
Grade and Gradj 1 shall bo prepared aird may be revised from time to time. 
The procedure for preparing and revising the Select Lists shall be such as may 
be prescribed by regulations made by the Ministry of Home Affairs: 

Provided that the regulations relating to the procedure for preparing and 
revising the Select List for Grade I shall be framed in consultation with the 
Commission and such Select List shall also be prepared in consultation with, 
thorn. 

Notwithstanding anything contained in sub-rules (1) and (2), any Person 
eligible to be considered for promotion to the Selection Grade under sub-rule (1) 
or to Grade I under sub-rule (2) may be appointed to a t .mporary vacancy not 
exceeding three months, in the Selection Grade o" Grade I, as the case niay be, 
if an offle r included in the Select .List for lhe relevant Grade is not available or 
cannot for any reason be appointed to sucii vacancy. 

Note !• For the purpose of this rule, in the case of officers of Grade I of the 
corresponding cadre of the Central Secretariat Stenographers Service appointed to 
the Section OOlccis’ Grade in any cadre under sub-rule (3) of rule 13, approved 
eervke” in the Section Officers’ Grade shall include the period of approved iervice 
In Grade I of the Central Secretariat Stenographers Service. 

Note 2- In the case of persons Included In the Select List for the Section 
Offirers’ Grade ^^aoproved service” for the purpose of thin rule shall count 
dm 1st July of the” year in which the names of the officers are included in the 
So eel Li t In thi cLe of the direct rccruit.s to the Section Officers’ Grade, such 
servfce shall count from the 1st July of the year following the year of the cnni- 
petitive examination on the results gf which they have been recru ted. bcc. 1 ^d 
that where there is a delay of more than three months in the appointment of any 
candidate, such delay is not due to any fault on ms part. 

13 Recruitment to the Section Officers’ and the Assistants’ Grades.—(1) Subject 
tn the orovisions of sub-rule (3), for a period of five years frorn the appointed daVr 
one-fourth of the substantive vacancies In the Section Officers f^raJe 
and thereafter one-third of the substantive vacancies In that Grade, snail oe nil 
bv direct recruitment on the results of competitive examinations held by the Com- 
missioTfor Sis purpose from time to tim^ The remaining vacancies sha be hi ed 
by the substantive appointment of persons included ip the Select ^ « 

Section Officers' Grade In that cadre. Such appointments shall be made m uie 
0100^01 seffioHty'' in the Select List except when, for reasons to recorded in. 
writing, a person Is not considered fit for such appointment m his tur . 

(2) Subject to the provisions cf sub-rule (4), teinporary vacancies in the Scetkn 
remaining unfilled thereafter shall be filled by the 

b.asis of seniority subject to the resection of the aporoved 

Assistants' Grade who have rendered not less than eight years 

th^: S"ele‘cf. ^Lrsr-for"^”h\"SrVm^“L^ IvafS”^to fill the 

vacancies: 
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Provided that. If any person appointed to the Assistants’ Grade before the 
appointed day is considered for promotion to the Section Officers' Grade in any 
cadre, under this sub-rule, all persons senior to him in the Assistants' Grade in 
that cadre, shall also be so considered notwithstanding that they may net have 
rendered eight years' approved service in that Grade. 

Provided further that, If officers with the prescribed minimum length of approved 
service or those eligible to be considered for promotion under the first proviso are 
not available in a cadre for promotion, the appointments shall be made from a 
panel furnished by the Ministry of Home Aftairs, of officers serving in the other 
Cadres. 


(3) Out of the authorised permanent strength of the Section Officers’ Grade In 
each cadre, the number of posts In that Grade specified in column (2) of the 
Fifth Scheduled shall be reserved by the cadre authority for the appointment of 
officers of Grade 1 of the corresponding cadre of the Central Secret.iriat Steno¬ 
graphers Service selected on the basis of merit lor such appointment. 


(4)(a) The Ministry of Home Affairs may. from time to time, specify the number. 
If any, of duty posts in the Section Officers' Grade to be reserved in any cadre 
lor the temporary appointment of officers of Grade I of the corresponding cadre 
of the Central Secretariat Stenographers Service. 

(b) where an officer of Grade I of the corresponding cadre of the Central 
Secretariat Stenographers Service appointed to the Section Officers’ Grade against 
the quota referred to In sub-rule (3) or in clause (a) of this sub-rule is not avail¬ 
able for holding a duty post in the Section Officers’ Grade, such post shall be 
filled by the temporary appointment thereto of another such officer considered fit 
for long-term appointment to the Section Officers’ Grade. 

(51 For the purpose of sub-rules (1) and (2), a Select List for the Section Offic-'ra’ 
Grade shall be prepared and may be revised from time to time, The procedure 
for preparing and revising the Select List shaii be as set out in the Fourth Schedule. 

(6) Seventy five percent of the substantive vacancies In the Assistants’ Giade 
In any cadie shall be filled bv direct recruitment on the results of competitive 
examinations held by the Commission for thi.s pir'pose from time to time and the 
remaining vneanci^is shall bo filled f^v the substantiv^e appointment of perrons 
included in the Select List for the Assistant^' Oracle in that rndro. Such appnint- 
moiils shall be made in the order ot seniority in the Select T.ist c.'fcept. when for 
reasnns to be recorded In writing, a person is not considered fit for such appoint¬ 
ment in Ills turn ; 


Provi.lrd that f.ar n po'-iod of three ycarft from the appointed day, the proportion 
of sub.stan.ive vaconcle.s hi an.v cadre iccervcd for direct recruitment shall be 
uiiy per cent. 


H) Temporary vneancic.s in the Assistants' Grade In ahv cadre shall be fillei 
by tn ' r-ioninfment of per.sons included in the Select List for the Assistm+s’ Grade 
cadre. Aov vacancies remaining unfilled there,after shall he filled bv the 
temporary promotion 011 1be basis of .seniority subieet to the leierlion of the unfit 

Division Giusde of Ibe eorrespondlug cadre of 
the (_ infra. Secietariat Clerical K’rvice who have re’,dr7-pd not Icsa' than live 
V.'v''n 'll Durh n*-omofiOns .shall ho terniln.ated 

In fill t’lo Select List for the Assistants’ Grade become available 

person appnfnfed to the Upper Division Clerks’ Grade 
nnv oeav considered for promotion to the As.sistanhs’ Grade m 

Crid^m ■fh’it'^o^oIn the Unoer Division 
m fhjt cadre shall also be so considered notwithstanding that they may net 
have rendered five yeans’ approved service in that Grade: 

further that, if offleens \vith the prescribed minimum Tencf.h of 
service or those e igible to be con.sidered for promotion under the fl’-st 
madi in a cadre, the appointments shall be 

S tL^othe/cadrei.*'^”'** Ministry of Home Affairs, of ofHcer.s serving 

sub-rules Tff) and <7), a Select List for the Assistants' 
revised from time to time. The procedure for 
preparing and revlalag the Select List ahaU be aa set out in the Fourth sSeditSu 
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(9) The rules for the competitive examinations referred to in sub-rules til and 
(C) sfiaL be as determined by regulations made by the Ministry of Home AlTilr« 
and the alloiment of candidates from the results of such examinations shall' hn- 
made by that Ministry to the Section Officers’ Grade and by the Commission tn 
the Assifit.ant'i' Grade, in each cadre. 


( 10 ) The length of approved service for promotion to the Section Officers’ Grade 
presciibed in sub-rule (2) and to the Assistants’ Grade prescilbed in sub-rule (71 
may be reviewed by the Ministry of Home Affairs once every three years md 
revised, it found necessary. ■' ** 


14. Power to make temporary appointments against substantive vacancies—A 

substantive vacancy may be filled temporarily in accordance wilh the provis'iona 
governing appointments to temporary vacancies in the relevant Grade until it is 
tilled in accordance with the provisions governing substantive appointments. 

15. Frob.ition.—(1) Every direct recruit to the Section Officers’ Grade or tha 
Assistants’ Grad ' shall initially be appointed on probation, the period of proba¬ 
tion being two years from the date of appointment. 

(2) Every person other than a direct recruit .shall, when first appointed to a 
Grade, be on ‘Irial’ for a period of two years from the date of such appointment. 

(3) The period of probation or trial specified in sub-rules (1) and (2) may, it 
the appointing authority deems fit, be extended or curtailed in any case, but the 
total pciiod of extension of probation or trial .shall not, save where It i.s neccs.sary 
by reason of any departmental or legal proceedings pending against the officer, 
exceed one year. 

(4) During probation or trial, a member of the Seryice may he required to 
undergo .such training and to pass such tests as the Ministry of Home Affairs may, 
from time to time, prescribe, 

10. Confirmation ol probationers,—^When a probationer appointed to any Grade 
has passed the prescribed tests and has completed his probation to the satisfaction 
of the appointing authority, he shall be Ciigibic for confirmation in that Grade. 
Until ,1 probationer is confirmed under this rule or is discharged or reverted under 
rule 17, he shall continue to have the status of a probationer. 

17, Discharge or reversion of probationers.—(1) A probationer who ha.s no Hen 
on any post under the Central Governm.nt or any State Government shall be 
liable "to be discharged from the Service at any time without notice if,— 

(i) on the basis of his performance or conduct during probation, he iff 
considered unfit for further retention in the service; or 

(11) if on the receipt of any information relating to his nation a! ity, age, 
heallh, or antecedents, the appointing authority is satisfied that he is 
ineligible or otherwise unfit lor being a meinb r of the Service. 

(2) A probationer who holds a lien on a post under the Central Government 
or any State Government may be reverted to such post at any time in any of 
the circumstances speJifled in suti-rule (1). 

(31 A probationer who is not considered suitable for confirmation at the end 
of the period of probation prescribed in sub-rule (1) of rule 1.3 or at the end of 
the extended period of probation, if any, under sub-rule (3) of that rule, shall 
be discharged or reverted In accordance with sub-rule (D of sub-rule (2), as tha 
case may be. 

(4) A member of the Service on ‘‘trial" in any Grade who is not considered 
suitable for continuance in that Grade during or at the end of the period of trial 
prescribed in the sub-rule (2) of rule 15 or the extended peilod, if any, under sub- 
rule (3) of that rule, shall be reverted to the next lower grade. 

18 SrnioTitT.—(1) The vc.Vilive seniority of members of the Service appointed 
to any Grade before the appointed day shall be regulated by their relative seniuritjr 
as determined before that day: 

Provided that, if the seniority of any such officer had not been speclflcallr 
determined before that day, it shall be as determined by the Ministry of Hom» 
Ailaffis* 
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(2) Subject to the proYlSiona of sub-rtile (5), all permanent officers included in 
the initial constitution of a Grade under rule 8 shall rank senior to all persona 
substantively appointed to that Grade with effect from any date alter the appoinled 
day, and ali temporary officers included in the inilial constitution of a Grade 
under that rule shall lank senior to all temporary officers appoinled to that Grade 
With effect from any date after the appointed day. 

(3) Except as provided in sub-rules (4), (5) and (61, the .seniority of persons 
appointed to any Grade alter the appoiuted day shall be determined in the 
following manner, namely: 

I, Selection Grade and Grade I— 

(i) Permanent Officers. —The seniority infer sc of officers substantively appoint¬ 
ed to the Grade after the appointed day shall be regulated by the order in which 
they are so appointed. 

(ii) Teinporary Officers. —Tlie semority inter se of temporary offlceis appointed 
to the Grade after the appointed day slialf lie regulated by the Uiuer iii wmch 
their names are included in the Select List for the Grade. 

II. SecLio/i Officers’ Grade and Assistants’ Grade — 

(i) Permanent Officers. —(a) Direct recruit.s .shall be ranked infer se in the order 
of merit in which tti y arc placed at the comnetitive examiivition on thi^ results of 
which they are iccruited, the recruits of an earlier examination being ranked 
senior to those of a later examination. 

(b) Persons appointed sub.sfantlvely to the Grade from the Select List for the 
Grade shall be ranked inter se according to the order in which they are so ap¬ 
pointed. 

(e) The relative seniority of direct recruits to a Grade arid Jiersons substantively 
appointed to the Grade from the Select List for the Grade .shall be regulated in 
accordance with the provisions made in this behalf in the Fourth Schedule, 

(lij Temporary or Officiating Officers .—Per.sons included in the Select List for 
the Grade shall rank inter se in the order in wffiich they are included in the Select 
List and shall rank senior to all other temporary officers in the Grade who shall 
r,snk inter se in the order In which they are approved for long-term appointment 
to the Grade. 

(4) All officers substantively appointed to any Grade shall rank senior to the* 
holding temporary or officiating appointments In that Grade, 

(5) A Grade I Officer of the Central Secretariat Stenographers Service appoint¬ 
ed to the Section Officers’ Grade, under sub-rule (3) or sub-rule (4) ol rule 13 
shall, for the purpose of determining his reniorlty in the Section Clfllcers’ Grade, 
be deemed to have been appointed to that Grade from the date on which he was, 
after selection, according to prescribed procedure for such appointment on a long¬ 
term basis, appointed to Grade I of the Central Secretariat Stcnographer.s Service, 
and his seniority in the Section Officers’ Grade shall be determined as follows, 
namely :— 

(a) If he has been appointed substantively to that Grade under sub-rule (-3) 

of rule 13, he shall be assigned seniority in that Grade below all per¬ 
manent officers of the Grade appointed thereto from the seniority 
quota in the .Select List for the Section Officers’ Grade and having the 
same or greater length of approved service in that Grade. 

(b) If he has been appointed to the Section ffiffirers’ Grade under sub-rule 

(4) of rule 13. he shall l)e assigned seniority in that Grade below all 
temporarv officers appointed to that Grade from the seniority quota 
of the Select Ijist for the Section Officers’ Grade and having the same 
or greater length of approved service in that Grade : 

Provided that the seniority inter se of such officers of Grade I of the Central 
Secretariat Stemeraphers Service in the Section Officers’ Grade shall be In th» 
order of their selection for appointment to the Section Officers’ Grade, those select¬ 
ed earlier being senior to those selected later. 

(6) The seniority of a member of the Service transferred from one cadre to 
another under the second proviso to sub-rule (2) or the second proviso to sub-rulo 

(7), of rule 13 or under rule 21. shall ’'e determined In accord^ce witk regulo- 
flo&a made by tho Mlnlatcy oif Home Affairs, 
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J.9. Pay.—The scales of pay attached to the various Grades of the Service BhAil. 
be at follows, namely;— 

(i) Selection Grade : Rs, 1,100—60—1,300-—60—1,800—100—1,800 

(Note; The pay of an officer of Grade I of the Service promoted to the 
Selection Grade shall be fixed at such stage In this scale as shall 
give him an increase of not less than Rs. 150 over his pay in Grade 

(ii) Grade 1 Rs. 900—50—1,250. 

(iU) Section Officers’ Grade Rs. 350—25—500—30—590—E.B.—30—800—E.B — 
30—830—35—900. 

(Note: An officer of the Assistants’ Grade promoted to the Section Officers' 
Grade shall be allowed a minimum initial pay of Rs, 400 in this 
scaleJ. 

(iv) Assistants’ Grade. Rs. 210—10—270—15—300—E.B.—15—450—E.B.— 

20—530 : 

Provided that officers appointed to any Grade before 1st July 1959 shall be 
emitied to draw pay In the scale of pay admissible to them in accordance with the 
provisions of the Central Civil Services (Revised Pay) Rules, 1960. 

20. Regulation of Pay.—(1) The pay and increments of officers of the various 
Grades shall be regulated in accordance with the Fundamental Rules or other 
similar Rules relating to pay, for the time being in force : 

Provided that an officer of the Assistants’ Grade who does not, within a period 
of two years from the date of his appointment to that Grade, pass a typewriting 
test held by the Commi.ssion at the minimum speed prescribed for this purpose 
slnu not. unless exempted by a special or general order, be entitled to draw .any 
further Increment In the Grade until he passes such lest; and on his passing, or 
beii’g exempted from the test, his 'pay shall be refixed as if his Increment.s had 
not been withheld under this proviso, but no arrears of pay shall be allowed for 
the period the increments had been withheld. 

(2) The pay of a probationer In a Grade may. on his completing each year of 
proLution to the salLsiaction of the appointing authority and passing the prescrib¬ 
ed periodic tests, be raised by one stage in the time scale. 

21. Inter-cadre transfers.—The M;niRtr 3 ’ of Heme Affairs may transfer a cadre 
officer of any Grade from one cadre to another. 

‘12. Coii,stit'iition of new cadres.—(1) New cadres of the Service may be consti¬ 
tuted after the appointed day, by— 

(1) splitting up an existing cadre into two or more cadres; 

(ii) combining two or more existing cadres into one; or 

(iii) combining staff drawn partly from two or more cadres. 

(3'' The nulhori.sed permanent strength and the permanent and temporary offi¬ 
cers in each Grade in anv new cadre constTuted undpr suh-rnle (II, as well as 
tiio role live seniority of these officers on such constitution, shall be as detci mined 
by the Ministiy of Home Affairs, 

('■’■) After a new eadre h.as been constituted under sub-rule (1) and its inlti.nl 
cnns'ii!ulion delorm'ned under sub-rule (2), all the other provisions of these rules 
shall apply to such cadre. 

2.3 Regiilailons.—The Ministry of Homo Affairs may maVe regulations, not In¬ 
consistent with these ru'es, to provide for all matters for which provision Is neces¬ 
sary or expedient, for the purpose of giving effect to these rules. 

24. Residuary matters,—In regard to matters not specifically covered by these 
rulet; or by refiuiations or orders made or Issued thereunder, or by special °'|^*'** 
the members oC the Service shal' be governed by the rules, reg u lati o ns and order* 
applicable to the Central Civil Services In general. 
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2IS. Removal of difficulties and ^wer of Ministry of Home Affairs to act 1» 
special contbig-encles. —(1) The Ministry of Home Affairs may from time to time 
issue such general or special directions as may be necessary to remove difficulties 
(n the operation of any of the provisions of these rules. 

(2) In the event of a largo number of officers of anv Grade being rendered 
surplus on account of reduction of estabffshment In, or the abolition of a cadre, 
or cn account of any schemes of administrative reform or reorganisation, the 
Ministry of Home Affairs may Issue sneclal directives to the cadre authorities re- 
gording the absorption of such surplus officers and the cadro authorities shall 
■comply with such special directives. 

23. Interpretation.—Where any doubt arises as to the interpretation of any of 
the provisions of the.se rules, or the regulations made thereunder, the matter shall 
bo referred to the Central Government whose decision thereon shall be final. 


First Schhdulb ; 

mjs jf fJL* M us:rieilOJi::i t) w'lm t'lt Osi'rjl Sj:re'irtit Strvice Rules, iqSi, apply 

[Set Rules 2(h), 2 (f) and s] 


Ser¬ 
ial Ministry/Office Oth;r OSees to whom the Rules apply 


( 1 ) ( 2 ) (3) 


I. Ci'tt'"'.'! H T-viir-v (iifiiliaj \'l Tnih Hinitc’’'ifrs B^ird. 

Si-rscariat,Bi.nbiy). (iV'i c li'F Cii'nli.'r-if tm'nrr'i & Exports. 

(ill) O''''lo-i n'pt _ Corniiisiontr, Small 
S'lh 11 l urries, 

(/■d o) "''hoTinf W'-UT- 
(v) Etono-nic Adviser to the Government 
of Iniii. 

3. DePTt-neit of GompVny Low Almtnis- 
tration, . . . 

3 . Cormnirv Pinch.syoti Roj 

C''-op?r'ition. (D ipirtrnent "f Co>n- 
mnity '0-vlo'.-i-n-nt 8i I-’nchova’i Raj 
& die Depirlinent of Co-operanon). 

4 . Defence ...... 

5. Ed'.ication 

6 . Finn” ("n m’T’Tio'it of Expenditure) (in¬ 

cluding Djfcncc Division). 

7. Fi HI” ; h ' n'-n-ic if imon’o ^Tiirs). Department of Insurance, Simla, 

8. F ai laa (D mart Tiaat of R.-venue) 

9. F))' i ( 3 i.ai:Ln;i: of Ajd- ('>'3''aa!0'-ate of FnonoTi'ca Srathtics, 

culture). (ii) 3i ■''■i-i;; of M i.-kadiag & Inipcction, 

Nagpur. 

(ill) n reacorate of Plant Protection, 

Quarantine & Storage. 

(iv)Iiliin Council of Agricultural Re¬ 

search. 

10 . Faai R Ai-'Icilcare (Dipirniiait of Fool) D ;ac:o:ite of Sugar flt Vanaapatl. 

’ll. Health.Directorate General of Health Service*. 
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Ser¬ 

ial 

No. 

Mlnistry/Officc 

Other Offices to whom the Rules apply 

I 

2 

3 


12. H0Ti;\!Iilr3. (0 Ga'iiTct S':retadat (Department of 

Ca'iirict Affiirs), 

(iO Cabinet Secretariat (Department of 
Statistics, exdiidinit the Industrial 
Statistical Winjt Calcutta"). 

(ui") Cabinet Sccretnriat (Dipartment of 
Special Economic Co ordiratiop). 

(iv) Prime Minister’s Secretariat. 

(tj) Office of the Commissic'ner for Sche- 
d'U'ci Castes fle Sciieduled Tribes, 

(oi) Directorate of Co-ordination (Police 
Wi I'less). 

(mTi Office of the Registrar General of 
India. 

(viii'' Office of the Inspector Crneral cf 
Police , Special Psiice Establishment, 
(i3c) Secretariat Training School. 


13. Information&BroadcasErf 


14. Irrl3atlon& Power . 


15. Labour St E nployinent 


16. Law (Department of Legal Affairs and the 

Legislative Department). 

17. Mines & Fuel. 

18. Scientific Research & Cultural Affairs 

TO Steel & Heavy Industries (Departments of 
IronSt Steel and Haavy Induttries). 

20. Transport A Communications rDcpart- 
menls of CrmmumcaUi nt &. Civil Avia¬ 
tion). 

21. Transport & Commulcaltons (Department 

Tra t^portV 

22 Works, Housing & Supply (Departments 
cf Works, Housing &. Supply and Reh¬ 
abilitation). 


13; Planning Commission (includini Pr^ 
gramme Evaluation Organisation),. 

14 . Union Public Service Commission. 


(i) Directorate of Advertising & Visual 
Publicitv. 

(it) DiTeciorate General, All India Radio. 

(tit) Press Information Bureau. 

(10) Publications DVision, 

(v) Office of the Registrar of Newspapera 
for India. 

(0 Cmtral Water & Power Commission 
(P.twer Wing), Simla. 

(it) Central Water & Power Commission- 
(Water Wing), New Delhi. 

(i) Office of the Chief Adviser, Factories. 

(11) Office of the Chief Labour Commissioner 
(Central), New Delhi. 

(ili) Directorate General, Employment Sc 
Training, 

(10) Labour Bureau, Simla. 


Office of the Director General of Archaco legy. 


ft) Directrrftc Gmerrl of Civil AviBt'on. 
(li) Dirrrurutc General of Posts & Tele- 
graplis. 


(i) Office of the Chief Engineer, C.P.'W.D. 
(li) Offer ct the Cl ief Conudkt of Printing- 
Si Stationery. 

(Hi) Dlrvctoratc General of Supplies & 
Disposals. 

(iv) Directorate of Estates. 

(v) National Buildings Organisation. 
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Second Scheddle 
[5« Rule 2 0)] 

Desig-^ifinns of puts other than tho^r. of Under Secretary to the Grvetrmem of India end cj Settien 
Officer, included at “duly posts" in litade 1 and the Section Officers’ Crude respectiniy, cJ il.e 

Central Secretariat Serzice 


NamtofO.fico 

Datlgnationi of outs included 
i t G adc I 

D csiguatinns of posts included 
in the Section Officers’ Grade- 

(I) 

(2) 

( 3 ) 

Ministry of Cjmm&rce & l*idustry- 

— 


(i) All India HinJicrafts Board 1 

(j'O 2 i:f C ) 1.roller of Imparts 
it hxporti. 

Deputy Chief Controller of 
Imparts A Exports. 

Office Secretary, 

Controller 

Assistance Conttolle i. 


(ill) D ?v?l5pm'nt Commission- Dop”ty Director Assistant Dii rctor 

cr, Sm ill S:ib In Imtries, (Administration), (Admim-.tration), 

(w) IVvlo.r '■nmtWing . Deputy Director . . Assistant Director. 


(ti) HtomrnicAdviser to the .. Administrative Officer, 

Government of India. 

Mhinry of Pood & Agricnlmre 
^Department of Agriciilturi)— 

(0 D'rectorate of Marketing & .. Administrative Officer. 

Intpection, Nagpur. 

(>») Directorate of Plant Pro- Chief Administrative Officer , AdiBini .tTBt.ve Officer, 
txtos Ouarant ne and 
Storage. 

(ui) Infian Council of Agti- Under Secretary, I.C.A.R. 
cultural Research. 

Ministry of Food & Agriculture, 

(Dipartment of Focd')-~ 

CO Main Department . .. Administrative Officer, Army 

Purchase Organisation, 

(u) Directorate of Sugar & .. Administrative OHiccr. 

Vanaspati, 

Ministry of Health —• 

Directorate General of Health Deputy Director 
Services. (Administration) 

Ministry of Home Affairs — 

(0 Cabinet Secretariat (Depart- Assistant Director 
merit of Cabinet Aifairs), 

(t'O Cabinet Secretariat (Dc- .. Administrative Officer. 

p,irtmcnt of Statistics). 

(ii:) Directorate of Co-ordination .. Administrative Officer. 

(Police Wireless). 

(iv) Secretariat Training School Instructor Instructor. 

(ti) Office of the Inspector ., Administrative Officer. 

General of Police, Special 
Police Establishment. 

{vi) Office of the Commissioner Assistant Commlssionel 
for Schedu'ed Castes & 

Scheduled Tribes. 
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Nirae of Office Designations of posts Included Designations of posts included 

in Grade I in the Section Officers’^ 

Grade 


Ci) (2) C3) 


Minutry of Information and 
B roadcasting — 

(i) Directorate General, All India Deputy Director AJssIstant Director j Assis- 

Radio, (Administration). tant Development Officer 

(Administration) ; 
Co-ordination Officer Plan¬ 
ning. 

fit) Press Information Bureau Assistant Principal Informa- Administrative Officer ; Super 

tion Officer. Intcndcnt. 

fUi) Publications Division Deputy Director SuperintendenL 

(Adm ini stration). 

fiv) Directorate of Advertising Deputy Director 
& Visual Publicity. (Administration). 

Ministry of Irrigation and Povier — 

(t) Central Water & Power Administrative Officer. 

Commission (Power Wingj, 

Simla. 

(I'O Central Water & Power Administrative Officer. 

Commission (Water Wing) 

Alinittry of Labour Of Employ¬ 
ment — 

(j) Directorate General of Em- Undersecretary 

pluyment & Training. 

(h) Office of the Chief Labour .. Assistant Labour Commissioner. 

Commissioner (Central). 

Ministry of Late — 

Election Commission . Undersecretary 

.Ministry of Scientific Research 
tir Cultural Affairs — 

Offio’i of the Director General of .. Superintendent. 

Arch ae-Ip gy. 

Ministry of 7 ransport & Com- 
miinuotiots {Departments of 
.C. tfC. A.)— 

(i) Directsratc Gineral of Posts Assistant Director General; Assistant Secretary, Posts & 

& Tclcgraplis. Secretary, Posts & Tc’e- Telegraphs Board. 

grapli.s Subordinate Ser¬ 
vice Sclcclion Board. 

(it) Directorate General of Assistant Director 
Civil Aviation. (Adminisualion). 

.Ministry of Works, Housing and 
Supply {Department of Works, 

Housing and Supply)— 

Main Ministry ... .. AsBlsUmt Vigilance Officer. 
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Sn S(l)] 


Name of Office 

Designations of posts Included 
in Grade 1 

Designations of posts include 
in the Section Officers’ 
Grade 

(I) 

(2) 

( 3 ) 


(ii") Central Public Works De- 
partmcnt, 

(Hi) Office of the Chief Con¬ 
troller of Printing and 
Stationery, 

(it)) Directorate General, Sup¬ 
plies & Disposals. 

(v) Directorate of Estates 


Union Public Service Com- 
mission— 


Deputy Director 
(Administration), 

Deputy Controller 
(Administration), 

Deputy Director; Vigilance 
Officer. 

Deputy Director 

Under Secretary 


Assistant Controller. 


Assistant Estate Officer; 
Ruite Mtnagers, Bombay 
and Calcutta. 


THI.RD ScHr.DULE 

Authorised permanent strength of the various Grades of the Central Secretariat Service on the appointed 

Jay. • 

[See Rule 6 ( 1 )] 

A. Selection Grade and Grade I 


Grade 


Selection Grade 


Grade I 


Authorised permanent 
strength. 

(including one 

Supernumerary), 

375 


B. Section Officers' and Assistants' Grades 


Cadre 

Authorised perm anent 
strength 

Section 

Officers' 

Grade 

Assistants' 

Grade 

Ministry of Commerce and Industry ...... 

202 

387 

Department' f CuTioinv Law Administration .... 

II 

33 

Ministry of Community Development, Panchayati Ra} & Co-operation 

14 

41 

Ministry of Defence 

46 

193 

Ministry of Education ........ 

40 

132 

Ministry of Fin.ance (Expendimre inc'uding Defence Division) 

no 

373 

Ministry of Einancc (Economic Affairs) ..... 

53 

133 

Ministry of Finance (Revenue) . 

41 

157 

Department of Agricuimre ... ... 

73 

2 o 3 

Department of Food ........ 

63 

2 T 0 

Ministry of Health 

49 

147 

Ministry of H 'me Affairs .... ... 

III 

426 

Union Public Service Cammission ... , , 

33 

132 

Ministry of Inf "irmation & Broadcasting . . , . , 

64 

1S2 

Mini.stry of Irrigation & Power ....... 

3S 

96 

Ministry of Labour & Employment ...... 

38 

105 

Ministry of Law ......... 

s 

33 

Ministry of Mines & Fuel 

23 

67 

Ministry of Scientific Ri-search & Cu’niral Affairs 

34 

ii 5 

Ministry of Steel and Heavy Industries ..... 

21 

46 

Depirtmmt of Communications & Civil Aviation 

88 

245 

Dipirtment of Transmrt 

31 

89 

M nistry of Works, H jusing and Supply . . , . . 

189 

612 

Planning Commission 

20 

78 
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Fourth Schedule 
[See Rules 13(5) and 13(8)] 

Regulations for the constitution and maintenance of the Select Lists for the 
Section Officers and Assistants’ Grades of the Central Secretariat Service, 

1. Constitution.—Officers bnrne on the Regular T muorary Estahhshment of 
the respective Grades immediately before the aupointed day and allotted to a 
cadre urider rule 8 shall form the Select List for the concerned Grade for that 
cadre, on such date. 


A—Section Officers' Grade 

2. Maintenance.—(1) Additions to the Select List for the Section Officers’ Grade 
In any cadre after its constitution under rcenlatinn 1 shall hg made in such 
numbers as the cadre authority may determine from time to time keeping in view 
the existing and anticipated vacancies, in equal proportions from— 

(a) permanent officers of the A.ssistants’ Grade In that cadre who havd 

rendered not less than pighl ye.ars’ apnroved servir'e in that grade 
in the order of their seniority, subject to the rejection of the unfit; 
and 

(b) persons selected on the results of the limited departmental competitive! 

examinations held by the Commission for this purpose, from time to 
time, in the order of their merit. 

Persons of the two categories referred to above shall he included in the Select List 
by taking alternately one person from category (a) and one from category (b), and 
so cn. in that order: 

Provided that, for a period of five years, the additions to the Select List In any 
cadre shall be made in equal proportions from the following three categories, 
■namely:— 

(a) Permanent Officers of the Assistants’ Grade in that cadre who have- 

rendered not less than 8 years’ anproved service in tbnt Grade, in the 
order of thetr seniority, subject to the rejection of the unfit; 

(b) Persons selected on the re.sults of the limited annual departmental 

competitive examination, in the order of their merit; and 

(c) such of the left-over candidates of the Assistant Superintendents 

(Regular Temporarv Establishment) Examinations h'ld in 19.59 and 
1900, as may be declared el'nrible for inclusion in the .‘^eipcf T.ist flf*pr 
the coming into force of the rules. In accordance with the special 
orders to be issued in this behalf by the Ministry of Home Allalrs in 
consultation with the Commission. 

Persons of these three categories shall be included In the Select List by taking 
alternstelv one Person from cateenry (a), one from category (b) and onj from 
category (c), and so on, in that order. 

12) The rules for the limited departmental competitive examinations referred, 
to i'l clause (1) above shall be as de'ermined by regulations made by the Ministry 
of 'Tome Adairs, and the allotment of candidates from the results of these examina¬ 
tions to the various cadres shall also be made by that Ministry. 

B— Assistants’ Grade 

Additions to the Select Li-st for the Assistants’ Grade in any cadre, attar its 
constitution under regulation 1, shall be in such numbers as the cadre authority 
may determine from time to time keeoing In view the exl-sting a’^d anticloated 
vac inctcs, and shall be nrade from permanent officers of ffie Upper Division Grade 
of the corresponding cadre of the Central Secretariat Clerical Service who have 
ren-lercd not le.s.s than five years’ approved service In that Grade in the order of 
then seniority subject to the rejection of the unfit, 

,d Seniority.— (11 Officers included in the Select List for a Grade constituted 
under regulation 1 shall be senior to those included therein after such constitution, 

(2) Officers included in the Select I.lst under regulation 2 shall rank inter 8« 
In the order in which they are included in the Select List. 
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(3) Direct recruits to a Grade and persons substantively appointed to the 
Grade from the Select List for thal Grade r.hali be B=<;ipned =cninriu- irber se 
according to the quotas of substantive vacancies in the Grade reserved for direct 
recruitment and the appointment of persons included in the Select List, respectively. 

Illustration 

Where 75 per cent, of the substantive vacancies in a Grade are reserved for 
the appointment of persons included in the Select List for the Grade ai.d 25 ner 
cent, for direct recruitment, each direct recruit shall be ranked in seniority below 
three persons substantively appoinled from the Silcn list. Vv'b,-vc +be a e 

50 per cent. each, every direct recruit shall be alternately ranked below one person 
appointed from the SeLct List. If. however, for at”' ro".son a dmect recruit or a 
person substantively appointed to the Grade from the Select List ceases to hold 
ills appointment in the Grade or auits the Servi'’e. etc., the seniority list shall not 
he re-arranged merely for the purpose of ensuring the proportions referred to, 

4. Removal of names from the Select liist.—(I) Subiect to the exceptions rnade 

under clause fSh an ofRcor included in the Select T.ist for a G->-a.de shad continue 

to i;e included in the Select List till he is substantively appointed to that Grade. 

(2) Officers included in the Select List for a Grade who cannot be appointed 
to that Grade or who are reverted therefrom for want of vacancies will continue 
to be included in the Select List and retain the seniority assigned to them in the 
List. 

(31 The names of persons of the following categories shall be removed from 
the Select List— 

(a) persons substantively appointed to the concerned Grade; 

’(b) persons transferred to another service or post; 

(c) persons who die or retire from service or whose services are otherwise! 

terminated; and 

i.(d) (i) persons officiating in the respective Grade hevond the period of 
trial specified in rule 15. who are reverted therefenm as a ros’dt of a 
denartmental enquiry or proceedings under the Central Civil Services 
(Classification, Control and Appeal) Rules, 1957; or 

(ii) persons who, either during or at the end of the period of trial in the 

respective Grade prescribed in rule 15. are reverted theopfrom under 
sub-rule (4) or rule 17, on the ground of unfitness to continue in that 
Grade; or 

(iii) persons not yet promoted on trial to the respective Grade, who on an 

annual^ review of the Select List are found, because of deteriorption 
in their record and/or co''duci since inclusion in the list, to have 
fallen below the required standard: 

Provided that the removal nf th” name of a Tim’sei m cal -—fuL rnen*‘onpd 
above who has been included in the Selei^t List on the results of the limherl 
departmental comnetitive examioation referred to in paragraph 2 shall he made 
In consultation with the Commission. 


Fifth Schedule 
rule 13 ( 3 ) 1 

Nn'-ithi’r of in the Section Officer';’ GrnrJe in ea'-h ralre merver! for the appointment of 
^officers of Grade I of the corresponding cadre of the Central Secretariat Stenographers Service. 


of post's in’ the 
y^.et'ion OfTi.''''fs^ 
Grade reserved for 
the appointme-nt of 
ofRcers of Grade 

I of the corresriord- 
ioR cadre of the 
C.S.S.S. 

( 2 ) 

Ministry of Commerce & Industry ....... 3 

Department ttf Company Law Ai ministration ..... I 

Ministry of Com.Tiunity Development, Panchayati Rai & Co-operation . 


Cadre 

(I) 
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(I) (2) 


MinJ'itry of Defence ......... a 

Ministrj of Education ......... I 

Ministry of Finance (Ejcpendlture including Defence Division) a, 

Ministry of Finance (Economic Affairs) ...... i 

Ministry of Finance (Revenue) ....... I 

Department of Agriculture. a 

Department of Food i ........ . I 

Ministry of Health ......... i 

Ministry of Home Affairs ........ 5 

Union Public Service Commission ....... i 

Mini.stry of Information & Broadcasting ...... t 

Ministry of Irrigation & Power ........ 3 

Ministry of I.ahour & Employment ....... i 

Ministry of Law '. a 

Ministry of Mines & Fuel. . l 

Ministry of Scientific Research & Cultural Affairs .... r 

Ministry cf Steel and Heavy Industries ...... I 

Departments iif Communications St Civil Aviation .... 1 

Department of'I'ran sport ........ I 

Ministry of Works, Housing & Supply ...... i 

Planning Commission ......... 3 


[No. 60/61-I.C.S.(A).) 


THE central secretariat STENOGRAPHERS SERVICE RULES, 1962 

G.S.R. 1307.—In exercise of the powers conferred by the proviso to artirlo 
309 of the Constitution and all other powers enabling him in this behalf, the 
President hereby makes the following mips, namely; — 


1, Short title and commencement.—(1) These rules may be called the Central 
Secretariat Stenographers Service Rules, 1962. 

(2) They shall come Into force on the 1st October, 1962. 

2. Definitions,—In these rules, unless the context otherwise requires,— 


(a) “appointing authority” in relation to any Grade means the authority 
empowered under the Central Civil Seiviccs (Classification, Control and Appeal) 
Rules, 1957, to make appointments to that Grade; . 


(b) “appointed day” means the date on which these rules come into force; 


(c) "approved service” in relation to any Grade means the period or period# 
of service in that Grade rendered after selection, according to prescribed pro¬ 
cedure, for long-term appointment to the Grade, and includes any period or 
periods during which an officer would have held a duty post in that Grade but 
for his being on leave or otherwise not being available for holding such post; 


(d) "authorised permanent strength” in relation to any Grade of a cadre- 
means the .strength of permanent unspecified posts in that Grade and cadre, 
against which suDstantive appointments may be made; 


(e) "cadre” means the group of posts included in the Grade.s nsentionert 
in rule 3 in any Ministry or office specified in column t2) of the Iirst Schedule 
and in all the Offices specified against it in column (3) of that bchertuie; 


(f) "cadre authority” in relation to any cadre means the Ministry or Office 
Specified in respect of that cadre in column (2) of the First i^chedule, 

(g) "cadre officer” In relation to any Grade of the Service means a member 
of the Service of that Grade, and includes a temporary officer approved for long¬ 
term appointment to that Grade; 


(h) “Commission” means the Union Public Service Commtssion, 

(1) “direct recruit” means a person recruited to a Grade on the baals of 
a competitive examination held by the Commission; 
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(j) "duty post" in relation to any Grade means a permanent or temporary 
post of that Grade in any cadre; 

(k) "Grade" means any of the grades specified in rule 3; 

(l) "long-term appointment” means appointment for an indefinite period as 
distinguished from a purely temporary or ad hoc api)o1nlment, like appointment 
against leave or other local vacancy of a specified duration; 

(m) “Ministry” means a Ministry in the Government of India and includes 
a Department of a Ministry or other Office specified in column (2) of the First 
Schedule; 

(n) "permanent officer” in relation to a Grade moans a person who has been 
substantively appointed to a substantive vacancy in that Grade; 

(o) “probationer" means a direct recruit appointed to Grade II on probation 
in or against a substantive vacancy; 

(p) "Schedule” means a Schedule to these rules; 

(q) “Service” means the Cential Secretariat Stenographers Service; 

(r) "temporaiw officer” in relation to any Grade means a person holding a 
temporary or officiating appointment in that Grade on the basis of his bmng 
regularly approved for such appointment. 

3. Composition of the Service.—(1) There shall be two Grades in the Service 
classified as follows: — 



Grade 


Clas^ificatior„ 

(1) 

(2) 

Grade I 
Grade II 


\ Central Civil Service, 

/ Class II—Ministerial. 


(2) The posts specified in the Second Schedule shall constitute Grade I of the 
Service. All other posts of stenographers shall, unles.s provision to the contrary 
Is made for any specified post, form Grade II of the Service. 


13) The posts in Grade I shall be gazetted posts and those in Grade II shall 
be non-gazetted posts. 

4. Constitution of separate cadres.—A separate cadre in respect of the two 
Grades of the Service shall be constituted for each Ministry or Office epecifled 
in column (2) of the Fir.st Schedule and all the offices specified against such 
Ministry or Office in column (3) of that Schedule, and officers of these Grades 
in each cadre shall be borne on a separate gradation list drawn up for that 
cadre, 

5. Authorised Permanent Strength, and Temporary Strength of the Service.— 

(1) The authorised permanent strength of the two Grades of the Service In each 
cadre on the appointed day shall be as specified in the Third Schedule. 

(2) After the appointed day, the authorised permanent .strengtli of the two 
Grades in each cadre shall be such as may, from time to time.'^be determined 
by the Central Government. 

(3) The cadre authority may make temporary additions to a cadre as found 
necessary from time to time. 

(4) A post of Private Secretary to Deputy Minister or Assistant Private 
Secretary to Minister, when held by an officer of Grade I of the Service, may be 
declared by the cadre authority to be a temporary addition to the strength of 
that Grade in the cadre so long as It is so held by that officer. 

(6) If, and for so long as, one or more posts of First Personal Assistant 
to the Minister in any cadre or of First Personal Assistant to Member, Planning 
Commission, are filled by the appointment of persons other than members of the 
Service or by officers of Grade II of the Service who are not approved for pro¬ 
motion to Grade I or, if approved for promotion to that Grade, not due for such 
promotion, a corresponding number of Grade II posts of the Service in that 
cadre shall be temnorarllv uncraded to Oradp I. 
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6. Exclusion of duty posts from the cadre.—Any duty post in a Grade may 
be declared by the cadre authority, with the concurrence of the Ministry of 
Home Affairs, to be excluded from tne cadre— 

(i) if such post is required, for the time being, to be filled by the appoint¬ 
ment of persons possessing special qualifications or experience; or 

(il) if it is necessary, for the time being, to fill such post by a person 
other than a cadre officer of the appropriate Grade, 

and the post shall remain excluded from the cadre so long as such declaration 
remains in force. 

7. Initial Constitution of each cadre.—The permanent and temporary officers 
of each Grade in each cadre on the appointed day shall be as determined by 
the Ministry of Home Affairs. 

8. Posting of cadre officers.—Every cadre officer shall, unles.s he is on leave 
or otherwise not available for holding a duty post, be posted against a duty 
post of the appropriate Grade in the cadre. 

9. Duty posts to be held by cadre officers.—Every duty post in a cadre shall, 
unless declared to be excluded from the cadre under rule 6 or held in abeyance 
for any reason, be held by a cadre officer of the appropriate Grade: 

Provided that, subject to such instructions as the Ministry of Home Affairs 
may issue from time to time, officers of the Section Officers’ Grade of the corres¬ 
ponding cadre of the Central Secretariat Service may be appointed to duty posts 
in Grade I of the Service and when so appointed they snail continue to draw 
the grade pay admissible to them from time to time in their own Service. 

10. Sustantlve appointments in the Service.—All substantive appointments 
shall be made to the appr^rlate Grade of the Service and not against any 
specified duty post in that Grade. 

11. Recruitment to Grade I of the Service.—(1) Vacancies in Grade I of the 
Service shall be filled by promotion on the basis of merit of permanent officers 
of Grade II who have rendered not less than 8 years’ approved service in that 
Grade; 

Provided that, if any person ^pointed to Grade II berore the appointed day 
is considered for promotion to Grade I in any cadre in accordance with the 
provisions of this sub-rule, all persons senior to him in Grade 11 in that cadre 
shall also be so considered notwithstanding that they may not have rendered 
eight years’ approved service in that Grade; 

Provided further that, if officers with the prescribed minimum length of 
approved service or those eligible to be considered for promotion under the 
first proviso are not available in a cadre for promotion, the appointments shall 
be made from a panel furnished by the Ministry of Home Affairs, of such persons 
serving In the other cadres. 

(2) Substantive appointments to substantive vacancies in the Grade shall be 
made in the order of seniority of temporary officers of the Grade except when, 
for reasons to be recorded in writing, a person is not consldrcd fit for such 
appointment in his turn. 

(3) The procedure to be adopted for making the selections, referred to in 
sub-rule (1), .shall be such as may be prescribed by regulations made by the 
Ministry of Home Affairs. 

(4) The length of approved service for promotion to Grade I prescribed in 
rub-rule (1) may be reviewed by the Ministr.y of Home Affairs once every 
three years and revised If found necessary. 

12. Recruitment to Grade II of the Service.—(1) Vacancies in Grade II of 
the Service shall be filled by direct recruitment on the basis of competitive exami¬ 
nations held for the purpose by the Commission. 

(2) The Central Government may by order specify the number of vacancies 
in Grade II of the Service to be flll^ permanently or temporarily on the results 
of any examination referred to in sub-rule (1). 
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(3) Substantive appointments to substantive vacancies in the Grade other 
than those to be permanently filled in pursuance of any order made under sub¬ 
rule ( 2 ) shall bo made in the order of seniority of temporary officers of the 
Grade except when, for reasons to be recorded in writing, a person is not consi¬ 
dered fit for such appointment in his turn. 


(4) The imles for the competitive examinations referred to in sub-rule (1) 
shall bo as determined by reflations made by the Ministry of Home Affairs 
and the allotment of the candidates from the results of such examinations to 
each cadre shall be made by the Commission. 


13. Power to make temporary .appointments against substantive vacancies.— 
A .substantive Vf ancy may be filled temporarily in accodrance with the provisions 
governing appointments to temporary vacancies in the relevant Grade, until it 
is filled in accordance with the provisions governing permanent appointments. 


14 Probation.—( 1 ) Every direct recruit to Grade II of the Service shall 
mitially be appointed on probation, the period of probation being two years from 
the date of appointment. 

Every person shall, when first appointed to Grade I of the Service be on 
trial for a period of two years from the date of such appointment. 

probation or trial specified in sub-rules ( 1 ) and ( 2 ) may, 
11 the appointing authority deems fit, be extended or curtailed In any case, but the 
total period of exfiension of probation or trial shall not, save where It Is neces- 
sMy by reason of any departmental or legal proceedings pending against the 
officer, exceed one year. 


(4) During probation or trial, a member of the Service may be required to 
undergo such training and to pass such tests as the Ministry of Home Affairs 
may from time to time prescribe. 


probationers.—( 1 ) When a member of the Service ap- 
probation or on trial has passed ihe prescribed tests and 
has completed hjs probation or trial to thf. satisfaction of the appointing authority, 
he shall be eligible to be substantively appointed or continued therein, as the 
case may be. In accordance with the provisions of rule 11 or rule I 2 . 

^ probationer in Grade II has passed the prescribed tests and has 
.<^0 the satlsfectlon of the appointing authority, he shaU 
Confirmation in that Grade. Until a probationer is confirmed 
i discharged or reverted under the provisions of rule 16, 

ne ..hall continue to hai'e the status of a probationer. 


Crr«ver8 loii Of Pmbationers._(l) An officer appointed to 

mont ^ no I.e-I on any post under the Central Govern- 

Saiaer] frnm probation, be liable to be dls- 

cnarged from the Service at any time without notice, if— 

(1) on the basis ■ of his performance or conduct during probation, he Is 
considered unfit for further retention In the service; or 

Information relating to his nationality, age, 
appointing authority Is satisfied that he 
Is Ineligible or otherwise unfit for being a member of the Service 

during or at the end of the period of probation prescribed in sub-rule fn of 

probation if unde^ lub 

Me S S “™Te%;;”’i S. 
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17. Seniority—(1) The relative seniority of members of the Service appoint¬ 
ed to any Grade before the appointed day shall be regulated by their relative 
seniority as determined before that day: 

Provided that, if the seniority of any such officer had not been specifically 
determined before that day, it shall be as determined by the Ministry of Home 
Affairs, 

(2) All permanent officers Included In the initial constitution of a Grade 
under rule 7 shall rank senior to all persons substantively appointed tb that 
Grade with effect from any date after the appointed day, and all temporary 
officers Included in the initial constitution of a Grade under that rule shall rank 
senior to all temporary officers appointed to that Grade after that day. 

(3) Ehccept as provided In sub-rules (4) and (5), the seniority of persons 
appointed to Grades I and II of the Service after the appointed day shall be 
determined In the following manner, namely:— 


I— Grade I 

(i) Permanent Offlcera .—The seniority inter se of Officers substantively ap¬ 
pointed to the Grade after the appointed day shall be regulated by the order 
In which they are so appointed to the Grade. 

(ii) Temporary Officers .—Persons appointed to the Grade after the appointed 
to the Grade after the appointed day .shall be regulated by the order In which 
they are approved for long-term appointment to the Grade, 


II—Grade II 

(i) Permanent Officers. —The seniority inter se of officers substantively ap¬ 
pointed to the Grade after the appointed day shall be regulated by the order 
in which they are so appointed to the Grade. Direct recruits appointed against 
substantive vacancies reserved for direct recruitment in any cadre shall, how¬ 
ever. rank inter se according to the order of merit in which they are placed at 
the competitive examination on the results of which they are recruited, the 
recruits of an earlier examination being ranked senior to those of a later 
examination. 

(li) Temporary Officers. —Persons appointed to the Grade after the appointed 
day shall rank inter se in the order of merit in which they are placed at the 
competitive examination on the results of which the.v are recruited; the recruits 
Of an earlier examination being ranked senior to those of a later examination. 

(4) All officers substantively appointed to a Grade shall rank senior to those 
holding temporary or officiating appointments In that Grade. 

(5) The seniority of a member of the Service transferred from one cadre to 
another under the second proviso to sub-rule ( 1 ) of rule 11 or under rule 20 
rtiall be determined In accordance with the regulations made by the Ministry of 
Home Affairs. 

18. Pay.—The scales of pay attached to Grades I and II of the Service shall 
be as follows;— 

Grade I—Rs. 350—25—650. 

Note : —-An officer of Grade II of the Service promoted to Grade I of the 
Service shall be allowed a minimum initial pay of Rs. 400/- in this 
scale. 

Grade II—Rs. 210—10—270—15—300—E. B.—15—450—E. B.—20—630. 

Provided that officers appointed to any Grade before 1st July, 1959, shall be 
entitled to draw pay In the scale of pay admissible to them in accordance with the 
provisions of the Central Civil Services (Revised Pay) Rules, 1960. 

19. Regulation of pay,—(1) The pay and increments of officers of Grades I and 
II shall be regulated in accordance with the Fundamental Rules or other similar 
rules relating to pay for the time being in force. 
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(2) The pay of a probationer may, on his completing each year of probation 
to the satisfaction of the appointing authority and passing the prescribed tests, 
be raised by one stage in the time scale. 

20. Inter-cadre transfers,—The Ministry of Home Affairs may transfer a cadre 
officer of any Grade from one cadre to another. 

21. Constitution of new cadres.—(1) New cadres of the Service may be cons¬ 
tituted after the appointed day, by— 

ti) splitting up an existing cadre into two or more cadres; 
fii) combining two or more existing cadres into one; or 
tiii) combining staff drawn partly from two or more cadres. 

(2) The authorised permanent strength and the permanent and temporary 
■officers in each Grade in any new cadre constituted under sub-rule (1), as well as 
the relative seniority of these officers on such constitution, shall be as determined 
by the Ministry of Home Affairs. 

(3) After a new cadre has been constituted under sub-rule (1) and its initial 
constitution determined under sub-rule (2), all the other provisions of those 
rules shall apply to such, a cadre. 

22. Regulations.—The Ministry of Home Affairs may make regulations, not 
inconsistent with these rules, to provide for all matters for which provision is 
necessary -or expedient, for the purpose of giving effect to these rules. 

23. Residuary matters.—In regard to matters not specifically covered by these 
rules or by regulations or orders made or Issued thereunder, or by special orders, 
the members of the Service shall be governed by the rules, regulations and orders 
applicable to the Central Civil Services in general. 

24. Removal of difficulties and ^wer of Ministry of Home Affairs to act In 
special contingencies.—(1) The Ministry of Home Affairs may from time to time 
issue such general or special directions as may be necessary to remove difficul¬ 
ties in the operation of any of the provisions of these rules. 

(2) In the event of a large number of officers of any Grade being rendered 
surplus on account of reduction of establishment in, or the abolition of a cadre, or 
on account of any schemes of administrative reform or reorganisation, the Minis¬ 
try of Some Affairs may issue special directives to the cadre authorities regarding 
the absorption of such surplus officers and the cadre authorities shall comply with 
such special directives. 

25. Interpretation.—Where a doubt arises as to the interpretation of any of 
the provisions of these rules or the regulations made thereunder, the matter shall 
be referred to the Central Government whose decision thereon shall be final. 


Fjkst Schedule 

Narms of the Ministries Offices to whom the Central Secretariat Stenographers Service Rules, 

1961, apply. 


[See Rule.s c(c), 2 (f) and 4] 


SI. 

No. 

Ministry/Office 

Other 

Ofiices 

to -whom the Rules apply 

(I) 

(2) 



( 3 ) 

I 

Commerce & Industry (including Branch ' 
Secretariat, Bombay). 

■ (j) All India Handicrafts Board. 

(ii) Chief Controller of Imports and Ex- 


ports. 

(lit) Development Commissioner, Small 
Scale Indnstrics. 

(iv) Development Wing. 

(v) Economic Adviser to the Government 
of India. 
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2 Department of Company Law Adminla- 

tration. 

3 Community Development, Panchayati Raj 

& Cooperation, (Department of Comm- 
unity Development & Panchayati Raj 
and the Department of Cooperation.) 

4 Defence. ' 

5 Education. 

6 Finance [Department of Expenditure (in¬ 

cluding Defence Division]. 

7 Finance (Department of Economic Affairs) 

8 Finance (Department of Revenue). 

9 Food & Agriculture (Department of Agri¬ 

culture). 


to Food & Agriculture (Department of Food) 

11 Health. 

12 Horae Affairs ,. 


13 Information & Broadcasting 


14 Irrigation & Power 


15 Labour & Employment 


Department of Insurance, Simla. 


(0 Directorate of Economics & Statis¬ 
tics. 

(«) Directorate of Marketing & Inspection, 
Namur. 

(iii) Directorate of Plant Protection, Quaran¬ 
tine & Storage. 

(in) Indian Council of Agricultural Re¬ 
search. 

Directorate of Sugar & Vanaspati. 

Directorate General of Health] Services. 

(i) Cabinet Secretariat (Department of 
Cabinet Affairs). 

(I'i) Cabmet Secretariat (Department of 
Statistics, excluding the Industrial 
Statistical Wing, Calcutta!. 

(ill) Cabinet Secretariat (Department of 
Special Economic Co-ordmation). 

(in) Prime Minister’s Secretariat. 

(n) Office of the Commissioner for Scheduled 
Castes & Scheduled Tribes. 

(vi) Directorate of Coordination (Police 
Wireless). 

(vii) Office of the Registrar General of 
India. 

(viii) Office of the Inspector General of 
Police, Special Police Establishment. 
(jx) Secretariat Training School. 

(i) Directorate of Advertising & Visual 
Publicity. 

(it) Directorate General, All India Radio. 
(Hi) Press Information Bureau., 

(in) Publications Division. 

(n) Office of the Registrar of Newspapers- 
for India. 

(i) Central Water & Power Commission 
(Power Wing), Simla. 

(if) Central Water & Power Commiasioni 
(Water Wing), New Delhi. 

(f) Office of the Chief Adviser, Factoriesr. 
(11) Office of the Chief Labour Commissioner. 
(Central), New Delhi. 

(iii) Directorate General, Employment 8 c 
Training, 

(in; Labour Bureau, Simla, 


16 Law (Department of Legal Affairs and the 

Legislative Department). 

17 Mines & Fuel 
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18 Scientific Research & Cultural Affairs . Office of the Director General of Archaeo¬ 

logy. 

19 Steel & Heavy Industries (Departments of 

Iron & Steel and Heavy Industries). 

20 Transport & Communications (Departments (i) Directorate General of Civil Avktion 

of Communications & Civil Aviation). (tt) Directorate General of Posts and Tele¬ 
graphs. 


21 Transport & Communications (Department 
of Transport). 


23 Works, Housing & Supply (Departments of (i) Office of the Chief Engineer, Central 
Works, Housing and Supply and Reha- Pubhc Works Department, 
bilitation). (it) Office of the Chief Controller of Print¬ 

ing & Stationer. 

(Hi) Directorate General of Supplies & 
Disposals. 

(iv) Directorate of Estates. 

(v) National Buildings Organisation, 


23 Planning Commission (including Programme 
Evaluation Organisation). 


24 Union Public Service Commission. 


Second Schedule 
[S ee Rule 3 (2)] 

Duty posts included in Grade I of the Central Secreta at Stenographers Service. 

1. All posts of First Personal Assistant to Ministers or Members, Planning Commission, 

2. Personal Assistants to Prime Minister. 

3. All posts of Private Secretary to Secretary/Special Secrctary/Addilional Secretary. 

4. Private Secretary to Chairman, Krishna Godavari Commisson (Ministry of Irrigation & 
Power). 

5. Private Secretary to Chairman, Central Water & Power ComniiBsion. 

6. Private Secretary to Attorney General. 

7. Private Secretary to Chief Election Commissioner. 

8. Private Secretary to Director Gcneral,Post8 and Telegraphs. 

9. Private Secretary to Chairman, Union Public Service Comission. 

10. Typewriting Instruaor, Secretariat Training School. 


Third Schedule 


Authorised Permanent Strength of the tmo Grades of the Central Secretariat Stenographers 
Service in each cadre on the appointed day (See Rule 5(1). 


Cadre 

Authorised permanent 


strength 


Grade I 

Grade 11 

(I) 

Cl) 

(3) 

Ministry of Commerce & Industry 

6 

173 

Department of Company Law Administration . . . . . 

1 

13 

Ministry of Community Development, Panchayati Raj & Co-operation 

3 

23 

Ministry of Defence ........ 

4 

48 
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(I) 

( 2 ) 

(3) 

Ministry of Education ......... 

2 

36 

Ministry of Finance (Expenditure including Defence Division) 

s 

123 

Ministry of Finance (Economic Affairs) ...... 

3 

3® 

Ministry of Finance (Revenue) ....... 

I 

34 

Department of Agriculture ........ 

4 

77 

Department of Food . ... 

2 

47 

Ministry of Health ..... ... 

2 

52 

Ministry of Home Affairs < . 

14 

114 

Un on Public Service Commission ....... 

I 

22 

Ministry of Information & Broadcasting ...... 

2 

115 

Ministry of Irrigation & Power in ...... . 

4 

55 

Ministry of Labour & Employm ent. 

3 

3 S 

Ministry of Law .......... 

5 

40 

Ministry of Mines Sc Fuel ^ . 

2 

27 

Mnistry of Scientific Research & Cultural Affair:. .... 

3 

30 

Ministry of Steel and Heavy Industries ...... 

3 

12 

Departments of Communications & Civil Aviation .... 

I 

113 

Department of Transport ........ 

2 

27 

Ministry of Works Housing & Supply ...... 

2 

143 

Planning Commission ........ 

8 

100 


[No. 60/61-n-CS(A).] 


O.S.R. 1308.^—In exercise of the powers conferred by the proviso to article 809 
of the Constitution and all other powers enabling him in this behalf, the Presi¬ 
dent hereby makes the following rules, namely:— 

1. Short title and commencement.—(1) These rules shall be called the Central 
Secretariat Clerical Service Rules, 1962. 

(2) They shall come into force on the 1st November, 1962. 

2. Pefinltlons,—In these rules, unless the context otherwise requires,— 

(a) “appointing authority” in rleation to any Grade means the authority 
empowered under the Central Civil Services (Classiflcation, Control and Appeal) 
Rules, 1957, to make appointments to that Grade; 

(b) "appointed day” means the date on which these rules come into force; 

(c) "approved service” in relation to any Grade means the period or periods 

of service in that Grade rendered after selection, according to prescribed pro¬ 
cedure, for long-term appointment to the Grade, and includes any period or 

periods during which an officer would have held a duty post in that Grade but 

for his being on leave or otherwdse not being available for holding such post; 

fd) "authorised permanent strength” in relation to any Grade of a cadre 

means the strength of permanent unspecified posts In that Gdade end cadr< 

against which substantive appointments may be made; 

(e) “cadre” means the group of posts in the Upper Division and Lowei 
Division Grades of the Service in any Ministry or office specified In column (2] 
of the First Schedule and in all the offices specified against it in column (3) o: 
that Schedule; I 

Cf) “cadre authority” in relation to any cadre means the Ministry or Office 
specified in respect of that cadre in column (2) of the First Schedule; 

(g) "cadre officer" in relation to any Grade of the Service means a membei 
of the Service of that Grade and Includes a temporary officer approved for long¬ 
term appointment to that Grade; 

(h) "Commission” mean.s the Union Public Service Commission; 

(i) “direct recruit” means a person recruited to any Grade on the basis o: 
a competitive examination, other than a departmental competitive examination 
held by the Commission; 
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(j) “duty post” in relation to any Grade means a permanent or temporary 
post of that Grade in any cadre; 

(k) “Grade” means any of the Grades specified in rule 3; 

(l) “long-term appointment” means appointment for an Indefinite period as 
distinguished from a purely temporary or od hoc appointment, like appointment 
against a leave or other local vacancy of a specified duration; 

(m) “Ministry” means a Ministry in the Government of India and includes 
a IJepartment of a Ministry of other office specified in column (2) of the First 
Schedule; 

(n) “permanent Officer” in relation to any Grade of the Service means a 
person who has been substantially appointed to a substantive vacancy in that 
Grade; 

( 0 ) “probationer" means a direct recruit appointed to the Lower Division 
Grade on probation in or against a substantive vacancy; 

(p) “Schedule" means a Schedule to these rules; 

(q) “Service” means the Central Secretariat Clerical Service; 

(r) “Select List” means the Select List prepared under sub-rule (3) of 
rule 11; 

(si “temporary officer” in relation to any Grade means a person holding a 
temporary or officiating appointment In that Grade on the basis of his being 
regularly approved for such appointment. 

3. Composition of the Service.— (11 There shall be two Grades in the Service, 
namely:— 

(11 the Upper Division Grade; and 

(21 the Lower Division Grade. 

(21 The posts in both the Grades shall be non-gazetted posts classified as 
Central Civil Service, Class III—Ministerial 

4. Constitution of separate cadres.—A separate cadre in respect of the two 
Grades of the Service shall be constituted for each Ministry or Office specified 
In column (21 of the First Schedule and all 'the offices specified against such 
Ministry or Office in column (3) of that Schedule, and officers of these Grades 
in each cadre shall be borne on a separate gradation list drawn up for that cadre. 

5. Authorised permanent strength and temporary strength of the Service,— 

(II The authorised permanent strength of the two Grades of the Service in eacli 
cadre on the appointed day shall be as specified in the Second Schedule. 

(21 After the appointed day, the authorised permanent strength of the two 
Grades in each cadre shall be such as may from time to time be determined by 
the Central Government. 

(31 The cadre authorty may make temporary additions to a cadre as It may 
deem necessary from time to time. 

6. Exclusion of duty posts from the Cadre.—Any duty post in a Grade may 
be declared by the cadre authority with the concurrence of the Ministry of 
Home Affairs, to be excluded from the cadre— 

(i) if such post is required, for the time being, to be filled by the appoint¬ 
ment of persons possessing special or technical qualifications or ex¬ 
perience; or 

(iil If it is necessary, for the time being, to fill such post by a person 
other than a cadre officer of the appropriate Grade and the post 
shall remain excluded from the cadre so long as such declaration 
remains in force. 

7. Initial Constitution of each cadre.—^The permanent and temporary officers 
of each Grade in each cadre on the appointed day shall be as determined by 
the Ministry of Home Affairs. 

8. Posting of cadre officers.—Every cadre officer shall, unless he is on leave or 
otherwise not available lor holding a duty post, be posted against a duty pest 
of the appropriate Grade in the c^re. 
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9. Duty posts to be held by cadre officers. —Every duty post in a cadre shall, 
unless declared to be excluded Horn the cadre under rule 5 or held in abeyance 
tor any reason, be held by a cadre officer of the appropriate Grade, 

10. Sustantive appointments in the Service, —All substantive appointments 
shall be made to the appropriate Grade ot the Service and not against any 
specified duty post in that Grade. 

U. Recruitment to the Upper Division Grade of the Service. —(1) Substantive 
vacancies in the Upper Division Grade of the Service In any cadre shall be filled 
by the substantive appointments ot persons included in the Select List for the 
Grade in that cadre, such appointments being made in the order of seniority In 
the Select List except when, for reasons to be recorded in writing, a person is 
not considered fit for such appointment in his turn. 

(2) Tempocary vacancies in the Upper Division Grade in any cadre shall be 
filled by the appointment of persons included in the Select List for the Grade 
in that cadre. Any vacancies remaining unfilled thereafter shall be filled by the 
temporary promotion on the basis of seniority subject to the rejection of the 
unftlj of permanent officers of the Lower Division Grade in that cadre who have 
rendered not less than eight years’ approved service in the Grade. Such pro¬ 
motions shall be terminated wnen persons included in the Select List for the 
Upper Division Grade become available to fill the vacancies: 

Provided that, If any person appointed to the Lower Division Grade before 
the appointed dav is considered for promotion lo the Upper Division Grade in 
any cadre in accordance whn the nrovisions of this sub-rule, all persons senior 
to him .in the Lower Division Grade in that cadre shall, also be so considered 
notwithstanding that they may not have rendered eight year.s’ approved service 
in that Grade 

Provided further that. It officers with the prescribed minimum length of 
approved service or those eligible to be considered for promotion under the first 
proviso, are not available for promotion in a cadre, the anointments shall be 
made from a panel furnished bv the Ministry of Home Affairs, of such persons 
serving in the other caaie:>, 

(3) For the purpose of this rule, a Select List shall be prepared and may be 
revised from time to time. The procedure for preparing and revising the 
Select List shall be as set out in the Third Schedule. 

f41 The length of approved service for promotion to the Upper Division 
Grade prt scribed in sup-rule (2), may be reviewed by the Ministry of Home 
Affairs once every three years and revised if found necessary. 

12. Recruitment to the Lower Division Grade of the Service, —(1) Vacancies 
in the Lew'er Division Grade shall be filled by direct recruitment on the basis 
of comoetitive examinations held for the purpose by the Commission, 

;2) The Central Govermnent may by order specify the number of vacancies 
in the Lower Division Grade of the Service to. be filled permanently or tempo¬ 
rarily on the results wf any examination referred to in sub-rule (1), 

C3) Substantive appointments to substantive vacancies In the Grade other 
than those to be permanently filled In pursuance of any order made under sub¬ 
rule (2) shall, jn the first instance, ffie^roade from among the temporary officers 
of the Grade who have either passed the typewriting test for this Grade held 
by the Commission or have been specifically exempted therefrom in consultation 
with the Ministry of Home Affairs; and shall thereafter, if any vacancies are left 
unfilled, be made from among the remaining temporary officers of the Grade. 
The appointments shall in either case be made in the order of seniority of the 
temnorary officers except when, for reasons to be recorded in writing a person, 
is not considered fit for substantive appointment In his turn. 

(4) The rules for the competitive examinations referred to in sub-rule (1) 
shall he as determined by regulations made by the Ministry of Home Affairs 
and the allotment of candidates from the results of such examinations to each 
cadre .shall be made by the Commission. 

13. Power to make temporary appointments against substantive vacancies.— 
A substantive vacancy may be filled temporarily in accordance with the provi¬ 
sions governing appointments to temporary vacancies in the relevant Grade 
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until It is filled In accordance with the provisions governing permanent appoint^ 
ments. 

14. Rrohatlon.— (1) Every direct recruit to the Lower Division Grade ol the 
Service shall initially be appointed on probation, the period of probation being 
two years from the date of appointment. 

(2) Every person shall, when first appointed to the Upper Division Grade, 
be on 'trial' for a period of two years from the date of appointment. 

(31 The period of probation or trial specified in sub-rules (1) and (2) nmy. 
If tbe appointing authority deems fit, be extended or curtailed In any case,^ but 
the total period of extension of probation or trial shall not, save where it is 
nGccsssry by rcsson of 3iiy clGpctT^tnientsl or Icgsl procGcd-infis pending against 
the officers, exceed one year. 

(4) During probation or trial, a member of the Service may be required to 
undergo such training and to pass such tests as the Ministry of Home Afiafr^ 
may from time to time prescribe. 

15 Confirmation of probationers.—(1) When a member of the Service appo^t- 
ed to '1 Grade on probation or on trial has passed the prescribed tests, and has 
completed hi.s probation or trial to the satisfaction of the appointing author!^, 
he shall be eligible to be substantively appointed or continued therein, as the 
case may be, in accordance with the provisions of rule 11, or rule 12. 

(2) When a probationer in the Lower Division Grade has passed the prescrib¬ 
ed tests and also completed hi.s probation to the satisfaction of the appointing 
authority he shall be eligible for confirmation in that Grade, Until a pro- 
batione;’ is confiirnod under this rule or is discharged or reverted under the 
provTions of rule 16, he'shall continue to have the status of a probationer. 

16. Discharge or reversion of probationers.—- (1) An officer appointed to the 
Lower Divi.sion Grade of the Service who has no lien on any post under the 
Central Government or any State Government shall, while on probation, be 
liable to be discharged from the Service at any time without notice, if— 

(il on the basis of his performance or conduct during probation, he is con- 
.sidered unfit for further retention in the Service; or 
(il) If on the receipt of any InformatitJfi relating to hi£ nationality, age, 
health, or antecedents, the appointing authority is satisfied that he 
is ineligible or otherwise unfit for being a member of the Service. 

(2) An officer appointed to the LfOwer Division Grade of the Service who holds 
e lien on a post under the Central Government or any State Government may, 
while on probation be reverted to sucB post at any time in any of the circum¬ 
stances specified in sub-rule (1). 

(3) An officer appointed to the Lower Division Grade of the Service who is 

not considered suitable for confirmation or continuance in the (irade, as the case 
*” 1 ®/ or at the end UT fheperiod of probation prescribed In sub-rule 

(1) of rule 14 or at the end of the extended period of probation, if any, under 
sub-rule (3) of that rule, shall be, discharged or reverted in accordance with 
sub-rule (1) or sub-rule (2), as the case may be. 

(4) A member of the Service on trial in the Upper Division Grade who i.s 
npt considered suitable ipv continuance In that Grade during or at the end of 
tne period of trial prescribed in sub-rule (2) of rule 14 or the extended period, 
II any, under sub-rule (3) of that rule, shall be reverted to the Lower Division 

(jrrSClO, 


17. Seniority.—(1) The relative seniority of members of the Service appointed 
to any ijrade before the appointed day shall be regulated by their relative 
seniority as determined before that day: 


Provided fiiat if the seniority of any such officer had not been specifically 
orn^e^Alfalr”^ appointed day, it shall be as determined by the Ministry 


All permanent officers included in the initial constitution of a Grade under 
Iff rank senior to all pei;3ons substantively appointed to that Grade with 

efieci from a date after the appointed day, and ail temporary officers included 
in the Initial constitution of a Grade under that rule shall rank senior to all 
temporary officers appointed to that Grade after the appointed day 
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(3) Except as provided in sub-rules (4) and (5), the seniority of persons an- 
pointed to the two Grades of the Service after the appointed day shall be deter¬ 
mined in the following manner, namely:— 

I, Upper Division Grade 

(i) Permanent Officers.—The seniority inter se of officers substantively 
appointed to the Grade after the appointed day shall be regulated by the order 
in which they are so appointed to the Grade. 

(11) Temporary Officers.—The seniority inter se of temporary officers appoint¬ 
ed to the Grade after the appointed day shall be regulated as follows namely;_ 

(a) Persons included in the Select List for the Grade shall rank senior 

en bloc to those not included In the Select List. 

(b) The seniority inter se of persons included in the Select List shall be 

in the order in which their names are included in the Select List. 

(c) The seniority inter se of persons not included in the Select List shall 

be regulated by the order in which they are approved for long-term 

appointment to the Grade. 


H. Lower Division Grade 

(i) Permanent Officers.—The seniority inter se of officers substantively appoint¬ 
ed to the Grade after the appointed day shall be regulated by the order in which 
they are so appointed to the Grade. Ehrect recruits appointed against substantive 
vacancies reserved for direct recruitment in any cadre shall, however, rank Inter 
se according to the order of merit In which they are placed at the competitive 
examination on the results of which they are rechiited, the recruits of an earlier 
examination being ranked senior to those of a later examination. 

(li) Temporary Officers. —^Persons appointed to the Grade after the appointed 
day shall rank inter se in the order of merit in which they are placed at the com¬ 
petitive examination on the results of which they are recruited, the recruits of an 
earlier examination being jaiiked senior to those of a later examination. 

(4) All officers .substantively apioolnted to a Grade shall rank senior to those 
holding temporary or officiating appointments in that Grade, 

(5) Tho seniority of a member of the Service transferred from one cadre to 
another under the second proviso to sub-rule (2) of rule 11 or under rule 20 shall 
be determined in accordance with the regulations made by the Ministry of Home 
Affairs. 


18, Pay.—The scales of pay attached to the two Grades of the Service shall be 
as follows, namely:— 

(i) Upper Division Grade—Its. 130-5-160-8-200-EB-8-256-EB-8-280. 

(ii) Lower Division Grade—^Rs. 110-3-131-4-155-EB-4-175-5-180. 


Provided that officers appointed to any Grade before 1st July, 1959. shall be 
entitled to draw pay in the scale of pay admissible to them in accordance with the 
provisions of the Central Civil Service.s (Revised Pay) Rules. I960. 

19. Regulation of pay.—(1) The pay and increments of officers of the two Grades 
shall be regulated in accordance with the Fundamental Rule or other similar rules 
relating to pay for the time toeing in force. 


(■2) The oav of a probationer may. on his completing each year of probation to 
the satisfaction of the appointing authority and passing the prescribed periodical 
tests, be raised by one stage in the time scale, 


20 Inter-cadre transfers.—The Ministry of Home Affairs may transfer a cadre 
officer of any Grade from one cadre to another. 


21 Constitution of new cadres.—(1) New cadres of the Service may be coil' 
stltut'ed after the appointed day, by— 

(i) splitting up an existing cadre into fwo or more cadres; 

(ii) combining two or more existing cadres into one; or 

(iii) combining staff drawn partly from two or more cadres. 
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(2) The authorised permanent strength and the permanent and temporary 
otticers in each Grade in any nerv cadre constituted under sub-rule (1), as well as 
the relative seniority of these oflicers ori such constitution, shall be as determined 
by the Ministry of Home Affairs. 

13) After a new cadre has been constituted under sub-rule (1) and its initial 
constitution determined under sub-rulo (2), all the other provisions of these rules- 
shall apply to such a cadre. 

22. Regulations.—The Ministry of Home Affairs may make regulations, not in- 
ennststent with these rules, to provide for all matters for which provision is neces¬ 
sary or expedient for the purpose of giving effect to these rules. 

23. Residuary matters.—In regard to matter,s not specifically covered hy these 
rulc.s or by regulations or order.s made or issued thereunder, or by special orders, 
the members of the Service shall be governed by the rules, regulations and orders 
applicable to the Central Civil Services in general. 

24. Removal of difficulties and power of the Ministry of Home Affairs to act in 
special contingencies.—(1) The Ministry of Home Affairs may from time to time 
issue such general or special directions as may be necessary to remove difficulties 
in the operation of any nf the provisions of these rules. 

12) In the event of a large number of officers of any Grade being rendered 
surplus on account of reduction of establishment in, or the abolition of a cadre, or 
on account of any scheme.^ of administrative reform or reorganisation, the Ministry 
of Home Affairs mav issue special directives to the cadre authorities regarding 
the absorption of such surplus cfllcers and the cadre authorities shall comply with 
such special directives. 

25. Interpretation.—Where a doubt arises as to the interpretation of anv of the 
provisions of these rules, or the regulations made thereunder, the matter shall be 
referred to the Central Government whose decision thereon shall bo final. 

IRST SCHEDULE 

Names jf the MinistrieslOJfic^s totvhom the Central Secretariat Clerical Service Rules, lc 6 z 

apph ■ 

[See Rules 2 (e), 2 (f) and 4] 


SI. No. 

Atinistry/Office 


Other Offices to whom the Rules apply 

(1) 

( 3 ) 


( 3 ) 


1. Com'ii.Tce & Industry (including Branch (i) All India Handicrafts Board. 

Secretariat, Bombay. (it) Chief Controller of Imports & Expots. 

(tie) Development Commissioner, Small Scale 
Industries. 

(iv) Development Wing, 

(v) Economic Adviser to the Govt, of India. 

2. Department of Company Law Adminis¬ 

tration. 

3. Community Development, Panchayatl Ra) 

& Cooperationy (Department of Community 
Development & Panchayatl Raj and the 
Department of Cooperation). 

4. Defence, 

5. Education. 

6. Finance (Department of Expenditure [in¬ 

cluding Defence Division] 

7. Finance (Department of Economic Affairs). Department of Insurance, Simla, 

8 . Finance (Department of Revenue). 
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9, Food& Agriculture (Department of Agricul¬ 
ture). 


10. Food & Agriculture (Department of Food. 

11. Health. 

12. Home Affairs, 


13. Information & Broadcasting. 


14, [rrigacion & Power. 


15. Labour & Employment, 


16. Law 


(t) Directorate of Economic & Statistics. 

(it) D rectorate of Marketing & Inspection, 
Nagpur. 

(hi) Directorate ofPlant Protecton,/Quarantine 
& Storage. 

(tu) Indian Council of Agricultural Research 

Directorate of Sugar Vanaspati. 

Directorate General of Health Services. 

(i) Cabinet Secretariat (Department of Ca¬ 
binet Affairs). 

(it) Cabinet Secretariat (Department of 
Statistics, excluding the Industrial Sta¬ 
tistical Wing, Calcutta). 

(Hi) Cabinet Secretariat (Department of 
Special Economic Co-ordination). 

(iv) Prime Minister’s Secretariat. 

(v) Office of the Commissioner for Sche¬ 
duled Castes & Scheduled Tribes. 

(vi) Directorate of Coordination (Police Wire¬ 
less). 

(vii) O flnee of the Registrar General of India. 

(vtii) Office of the Inspector General of police. 

Special Police Establishment. 

(ix) Secretariat Training School. 

(i) Directorate of Advertising & Visual Pub' 
licit y. 

(it) Directorate General, All India Radio. 

(Hi) Press Information Bureau. 

(iv) Publications Division. 

(v) Office of the Registrar of 
for India. 


Newspapers 

Commission 

Commission 


(i) Central Water & Power 
(Power Wing), Simla. 

(it) Central Water & Power 
(Water Wing), New Delhi. 

(1) Office of the Chief Adviser, Factories. 
(«) Office of tlic Chief Labour Commis¬ 
sioner (Central), New Delhi, 

(Hi) Directorate General, Employment & 
Training. 

(iv) Labour Bureau, Simla. 


(Department of Legal Affairs and the Le¬ 
gislative Department). 

17, Mines & Fuel. 

iS. Scientific Research & Cultural Affairs. 

19. Steel & Heavy Industries (Departments of 

Iron & Steel and Heavy Industries). 

20. Tran3por:& ContTi’mications (Departments 

of Communications & Civil Aviation). 

21. Transport & Communications (Department 

of Transport), 

22. Works, Housing & Supply (Departments of 

Works, Housing & Supply and Rehabilii- 
tation). 


23, Planning Commission (including Programme 

Evaluation Organisation). 

24. Union Public Service Commiss'on. 


Office of the Director General of Archaeology 


(i) Directorate General of Civil Aviation. 

(ii) Directorate General of Posts & Tele¬ 
graphs, 


(i) Office of the Chief Engineer, Central 
Public Works Department. 

(ii) Office of the Chief Controller of Printing 
& Stationery. 

(h'i) Directorate General of Supplies & 
Disposals. 

(iv) Directorate of Estates, 

(n) National bui’dings. Organisation, 
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Second Schedule 

A’ithjrUed Permanent Strength of the tvio Grades of the Central Secretariat Clerical Service in 
each cadre on the appointed day [See rule 5 (i)|. 


Cadre A uthoriBcJ Permanent Strength 

Upper Lower 
Division Division 
Grade Grade 


Mini.stry of Commerce &■ Industry .... 


370 

968 

Department of Company Laiw Administration 


7 

60 

Ministry of Community Development, Panchayati Raj & Co-opcratjon 

13 

92 

Ministry of Defence ...... 


61 

216 

Ministry of Education ...... 

* 

2S 

189 

Ministrv of Finance (Expenditure including Defence Division) 

73 

411 

Ministry of Finance (Economic Affairs) 


3Q 

243 

Ministry of Finance (Revenue) 


29 

201 

Department of Agricuiture 


9.1 

275 

Department of Food ...... 


77 

294 

Ministry of Health ...... 


106 

270 

Ministry of Home Affairs . .... 


17s 

658 

Union Public Service Commission .... 


27 

158 

Ministry of Information & Broadcasting 


90 

465 

Ministry of Irrigation & Power 


97 

328 

Ministry of Labour & Employment . . . . 


72 

248 

Ministry of l,aw ...... 


10 

72 

Ministry of Mines & Fuel . . . . 


25 

100 

Ministry of Scientific Research & Cultural .Affairs 


48 

158 

Ministry of Steel & Heavy Industries 


18 

56 

Departments of Communications & Civil Aviation 


227 

426 

Department of Transport . ..... 


37 

144 

Ministry of Works, Housing & Supply 


S27 

lass 

Planning Commission ...... 


47 

213 


Third Schedule 

[See Rule 11(3).] 

Regulations; for the constitution and revision of the Select List for the Upper 
Division Grade of the Central Secretariat Clerical Service. 

1. Constitution.—The Select List lor the Upper Division Grade in each cadre on 
jt.s initial constitution under rule 7 shall be determined by the Ministry oi Home 
Allair,s. 

2. Maintenance.—(1) Subject to the provisions of clause (2) of this regulation, 
additions to the Select List in any cadre after its constitution under regulation 1 
shall be made in such numbers ns the cadre authority mav determine, from time 
to time, keeping In view the existing and anticipated vacancies, and in equal pro¬ 
portions f]’orh— 

(a) Permanent ollicers of the Lower Division Grade in that cadre who have 

rendered not less than eight years’ approved service in the Grade, in 
the order of their seniority in that Grade subject to 1he rejection of 
the unlit; and 

(b) members of the Lower Division Grade selected on the results of the 

limited departmental competitive examinations held by the Commis¬ 
sion for this purpose from time to time, in the order of their merit, 

Persons of the two categories referred to above shall be included in the Select List 
hy taking alternately one person from category (a) and the other fi'om category 
(b) above, and so on, in that order. 

(2) Until the results of the first limited departmental competitive examination 
referred to In the preceding clause are announced, additions to the Select List for 
the UpTOr Division Grade may to the extent existing vacancies in any cadre neces¬ 
sitate this, be made by the cadre authority from amongst permanent officers of the 
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Lower Division Grade in that cadre who have rendered not less than eiijht vears’ 
approved service in that Grade, in the order of their seniority subject to the re¬ 
jection of the unfit, 

f3) The rules for the limited departmental competitive examination referred 
to in clause (1). shall be as determined by the Ministry of Home Affairs, and the 
allotment of candidates from the results of this examination to the various cadres 
shall be made by the Commission. 

3. Seniority.—(1) Officers included In the Select List for the Grade constituted 
under regulation 1 shall be senior to those included therein after such eonstitution. 

(2) Officers included in the Select List under regulation 2 shall rank inter se 
in the order in whjgh they are included in the Select List. 

4. Removal of names from the Select List.—(1) Subject to the exceptions made 
under clause (3) of this regulation, an officer included in the Select List for the 
Grade shall continue to be included in such list till he is substantively appointed 
to that Grade. 

(2) Officers Included in the Select Ust for the Grade who cannot bo appointed 
to that Grade or who are reverted therefrom for want of vacancies will continue 
to be Included In such List and retain the seniority asslgned 'tb them in the Select 
List. 

(3) The names of persons of the following categories shall be removed from the 
Select last’— 

(a) persons substantively appointed to the Grade; 

(b) persons transferred to another Service or post; 

(c) persons who die or retire from service or whose services are otherwise 

terminated; and 

(d) (i) persons officiating in-the Upper Division Grade beyond period of trial 

specified in rule 14, who .are reverted therefrom as a result of a de¬ 
partmental enquiry or proceedings under the Central Civil Services 
(Classification, Control and Appeal) Buies, 1957; or 

(ii) persons who either during or at the end of the period of trial in the Upper 
Division Grade pi’esoribed in rule 14, are reverted therefrom under 
sub-rule (4) of rule 16 , on the ground of unfitness to continue in that 
Grade; or 

(ill) person.s not yet promoted on trial to the Upper Division Grade, who on 
an annual review of the Select Ust are found, because of deterioration 
In their record and/or conduct since inclusion In the List, to have 
fallen below the Required standard. 

Provided that the removal of the name of a person in category (ill) mentioried 
nbove who has been inclufled lii the Select List on the results of the limited cle~ 
parlmental competitive examination referred to in paragraph 2 shall be made in. 
consultation with the Commission. 
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